
Uploading Committee Files 

 

All Committee files can be uploaded to and stored on the Website servers. They will 

remain there until they are deleted. Committee members will be the only ones who 

can upload, delete, and view files, they will not be available to normal choir 

members.  

Folder structure 

The files under the Committee folder and then under a number of sub folders for 

example AGM. The folder names and the general structure will be determined by the 

Committee member uploading the file. 

File Names 

File names are determined by the person uploading them but ideally, they should be 

as simple as possible and should mean something to other people. For example, if a 

file relates to the 2020 AGM it could be filed in a Committee/AGM/2020 folder and 

therefore would need not to have AGM 2020 in the file name. If a draft copy of a file 

is uploaded it should probably be deleted when the final draft is produced, and the 

final file would therefore not need to have “draft” in the name. When files are 

uploaded the new file will overwrite any existing one with same name, so be careful. 

Uploading 

First select the folder by clicking the Down arrow under Destination Directory  

 The first folder name you will see will be 

“Committee”, to select a sub folder click 

the Down arrow again and this will display 

a list of sub folders, select the one you 

want or continue clicking the Down arrow.  

When you have selected the folder then 

click the “Add Files” button to find the file or files you wish to upload. 



 The files will be 

somewhere on your 

own system. You can 

select more than one 

file to upload at time but they will all be stored in the same folder on the server. 

When you have chosen all the files to upload then click the “Upload Files” button and 

they will be copied to the server and then will immediately be available to view by the 

Committee members. 

File Types 

You can only upload the following file types: 

Word documents (Doc, Docx) 

Excel documents (XLS, XLSX) 

Adobe PDF 

Jpeg pictures 

Creating New folders 

You cannot create a new folder in the Upload folder process you will need to go to 

the View Committee files first. 


